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PROFESSIONAL PAPERS INFORMATION SHEET 
 

PAPER: 
 

Four clean copies (no corrections), to be submitted to the Library, must be   on bond paper with 50% cotton 
fiber content.  This is minimum; better grades may be used.  Please have the original thesis approved by the 
librarian before making additional copies in the event changes are required.  Additional copies may be on any 
paper desired by the student, although a good grade of typing paper is recommended.  Your personal copy 
will look better longer on good paper.  E-Z Raze, Racerase, Corrasable, Onion Skin, and other easily erased or 
these papers are not acceptable as library copies.  If you have a question concerning paper quality or copy 
quality, check with the librarian. 

 
 

GRAPHIC MATERIALS: 
 

Charts, graphs, tables, etc., which cannot be typed may be reproduced by hand, by Photostat, by photograph, 
or by Xerox.  No other photocopy process will be allowed.  If a photographic reproduction is full-page size (8 
½ x 11), the photographic paper is to be lightweight, flexible, and with matte finish.  Glossy finish 
photographs may not be used except when smaller than full-page size.  These are to be securely glued to the 
regular thesis paper. Rubber cement is a good gluing medium.  Hand-drawn graphic materials are to be done 
with black ink, preferably, India ink.  Polaroid photographs must be suitably fixed as prescribed by the 
manufacturer. 
 

 
LETTER OF TRANSMITTAL

 
Be sure to complete the Letter of Transmittal and turn it in with professional papers copies to the Library. 

 
 

TITLE PAGE AND APPROVAL PAGE: 
 

The first page of the Professional Paper will be the title page (sample attached0 and the second page must be 
the approval page (sample attached).  The approval page must be signed by all members of the examining 
committee, the Graduate Program Coordinator or the Department Chair, the Dean, and by the Provost before 
final submission to the Library.  The two library copies should have original signatures on the approval page. 
 

 
MANUAL 

 
Please consult with your graduate program coordinator or department chair for the appropriate style manual to 
use.  The left margin on all pages must be at least 1 ½ “; all other margins must be at least 1”.  Be particularly 
careful to maintain proper margins.  Please ensure that landscape documents face the right margin; the title 
should be at the left margin. 

 
 

FEES
 

A binding fee for the original and one copy must be paid to the Business Office and the receipt shown to the 
librarian.  If additional bound copies are desired, the extra binding fee must be paid.  The current fee is $13.00 
per bound copy. 


